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Preparedness, Planning and Economic Security Program
Grant Application Form

	1. Contact Information

	Name of the applicant
	

	Title of grant proposal
	

	Name and title of responsible person
	

	Address of the applicant
	Phone
	Fax
	E-mail

	
	
	
	

	Date of project submission to DAI
	
	Proposed start & end date
	


	2. General Description

	Municipalities to be covered by proposed action
	

	Brief purpose of grant and project goals [one paragraph]
	

	No. of direct beneficiaries
	
	Male:
	
	Female:
	

	No. of indirect beneficiaries
	

	New jobs created
	
	Male:
	
	Female:
	


	3. Summary of Proposed Budget [detail budget should be in the attached excell sheet]

	TOTAL:
	SCOPES:
	Applicant cost share:
	Other __________
	Other __________

	$
	$
	$
	$
	$

	%
	%
	%
	%
	%


	4. Executive summary of the proposed project

	This section should summarize grant application. The application should answer with one, maximum two paragraphs per each of the stated questions. Altogether, this section should not be longer than 2 pages of description

	a) Brief history of applicant
	

	b) Description of needs (e.g. of economic sub-sector, of group of people that should be trained, of the applicant company and its staff, of the targeted beneficiary)
	

	c) Purpose of the grant

- Project goal - A goal is a broad-based statement of the ultimate result of the change being undertaken (a results that is sometimes unreachable in the short term)
- Project objective(s) – An objective is a measurable, time specific result that the organization expects to accomplish as part of the grant. It is much more narrowly defined than a goal. Like the goal, the objective is tied to the statement of the problem (description of needs)
	

	d) Proposed action with the detail timeline for proposed activities
	

	e) elements of project to be funded, amount requested
	

	f) Expected outcome(s)? – Outcomes are results that will measure the achievement of the “Project Objectives”. Stated the kind and magnitude of expected outcomes in terms of quantity and quality, and provisional target dates in order to enable verification of progress.
	


	5. Organizational description, previous activities completed and current position on the market

	Note: not more that 2 pages of description 

	History of organization & date when founded
	

	Current status of ownership (privately held, publicly held, etc.), legal registration information (attach certification and list of board of directors)
	

	Staffing structure, decision-making process, management policy (attach organizational chart)
	

	Brief description of previous activities completed
	

	Brief description of the organization on-going activities and currently running donor projects 

	


	5.b. TO BE FILLED ONLY BY COMPANIES APPLICANTS

	Description of the company’s core activities
	

	“Market share information” (target region, target group of consumers, current market conditions, target geographic area, etc.)
	

	If the company is a producer, detail explanation of the production process and all important segments including flow of the product through the production line
	

	Description of the company’s goals for the immediate future [one year]
	


	6. DETAIL DESCRIPTION OF PROPOSED ACTIVITY

	Note: not more that 3 pages of description 
Describe the purpose of the grant, how applicant will contribute to the goals of the ES program component, and all staff who will participate in grant implementation. Provide a detailed timeline for implementation of the grant activities. If applicant is proposing purchase of equipment and or services, provide details and consult with ES program component on mandatory requirements for procurement.

Additionally, if the proposed activity fits into any of the stated type of activity, submitted project should also include the following information:
 A] Organization of the training - Describe exact number of training courses, main topic that will be covered, duration of each course, number and profile of expected participants, propose a list of trainers and their short biography.

B] procurement of the equipment that will improve the existing production - provide detail description of the equipment to be procured:

- basic characteristics,

- number of machines that should be bought

- how the equipment will fit into existing production line,

- where it can be bought,

- possible vendors,

- expected price per one piece etc.
- If the procurement is over 1,500 USD, provide three offers from vendors that are usually selling proposed type of products and the signed “Evaluation of offer” document with a comparison table and separately stated which vendor the applicants has chosen.
- 
C] Marketing action or participation at the fair – describe the targeted region and reason based on which you made a selection, team that will conduct the action, time frame for the action, type of marketing or promotional action, involvement of marketing agency [if any], type of the fair, expected size of the fair stand, number of people that will represent the company, separate participation or joint fair stand with some other company or association, expected sales that will be realized:

- during the marketing action or at the fair, 

- in the period of 3 months after the marketing action or the fair and 

- in the period of 6 months after the marketing action or at the fair

	The purpose of the grant and, how it contributes to achievement of the final goal, main beneficiaries, etc:
	

	Detailed explanation of proposed action and the timeline per main proposed activities
	

	All staff who will participate in grant implementation and their roles
	

	Detailed description of elements of project to be funded and funding sources
	

	Explanation of cost share contribution and roles of involved partners [if applicable]
	

	Monitoring and Reporting Plan
	


	7. EXPECTED RESULTS

	Intermediate results
	

	Long term results
	


	8. BUDGET

	Note 1: Before you start preparing the budget, please note that DAI, as an implementer of USAID project is exempt from VAT tax and  will not accept VAT as eligible costs under any circumstances.
Note 2: Detail budget should be provided in the attached excel sheet. Please focus here on the total amounts per stated budget sub-headings
Note 3: It is expected that the applicant will costs share in the proposed action with at least 15% of the funds necessary for the proposed project action.
Proposed budget:
Budget Category

Unit Price [USD]
Number of Units

Total [USD]
Applicants contribution [USD]
SCOPES Contribution [USD]
Personnel [gross salaries, fees]
Project manager
---

---

Travel

0.32
Equipment

Supplies

Contractual

Other Direct Costs

Total Budget

Narrative description of the proposed budget lines
Personnel [gross salaries, fees]:
Applicant must provide the following information: 1) whether employees listed are full- or part-time and percentage of time employees will spend on project; 2) position description if not apparent; and 3) the basis of compensation upon which monthly rates are based 4) description of  taxes required by applicable local laws
Example: Ms. Jones, a full-time employee of KPG, will provide editing services at 75% time. Ms. Jones’ salary is based on the actual current rate for Editor’s at KPG and competitive with market rates.

Travel:
Travel costs should be stated per expected number of kilometers that will be traveled during the life of the project for the purposed of proposed action. Please provide short description of the trips that you plan to take or the region you plan to cover.  
The budget narrative (if not already shown in the detailed budget) should indicate the origin and destination of the traveler(s), purpose of the trip as it relates to the statement of work, and the source of the costs included in the budget. Example: airfare from Geneva, Switzerland to Kosovo represents estimated cost of one round trip economy ticket. The purpose of this trip is to provide a trainer for course on editing.

Equipment:
Supplies:
Supplies refer to general office items such as general project supplies, communications, postage, bank fees, and reproduction costs. Indicate that estimates are based on past experience or justify quantities in terms of work to be performed. Example: Based on past experience, we estimate that supplies for the one week of training (paper, pens, DVD, CD) will be $25/person.
Contractual:
This line item includes consultants, honoraria, all non-employee labor, and subcontractors.  If the applicant intends to utilize a third party or organization to implement a portion of the program, the budget narrative should indicate the following:

· The method for identifying the party,

· The extent to which their competitiveness will be assessed (if no competition will be sought an explanation must be provided),

· A cost breakdown of their services (for example, hourly, daily or other rate), and

· Indication of whether or not there are existing relationships with the party and justification for including the specialist or organization in the project.

The estimates provided should be based on quotations, recent historical costs for similar services or estimates received from vendors who will provide services under an awarded grant. Example: “KPG will subcontract with ABC Training to provide specialized marketing training. KPG is the leading trainer in this field and has worked with companies such as the Delta, ABC, Mc Donald, and others. They will provide two trainers at the rate of $200/day for the training.”

Other Direct Costs:
Applicant should include information on expenses related to the implementation of project activities such as: seminars, conferences, roundtables, trainings, receptions (no alcohol will be reimbursed from funds provided through a grant), prizes, training costs, and so on. The budget narrative should clearly explain these costs in terms of project activities, estimated number of participants, include relevant calculations, and basis of costs. Additionally, rental costs for office facilities, training space and utilities should be included in this section. 

For office rent, and other general operating costs, included in the budget the applicant should explain the percentage of the total cost to be covered through the grant and provide justification for that portion of rent included as it relates to the goals of the application that will be supported through this grant. Example: Rental of room for training is $50/day, the standard rate charged by the training center.

Cost Share: 
Applicant must also indicate any cost-share and state whether that portion of the activity will be funded using its own revenues or that of other donors (include donor names).  Example: Two staff of KPG will conduct training at KPG’s expense, calculated at $200/week for each staff person.




	9. Subgrantee questionnaire

	The grantee questionnaire provides basic information about the organization’s status, financial operations, and capacity to manage a grant. DAI may at any time ask additional questions, and if awarded a grant, DAI will reserve the right to conduct an audit or inspection and provide assistance in financial management if necessary.

1.  What type of organization are you (for-profit, non-profit, university, public/state, etc.)?

2.  What is your organization's legal tax status (fully taxable, partially taxable, tax-exempt)?

3.  Is your organization legally affiliated with any other organization? (Local or International)
Yes:

                                No: 

If yes, please provide details:
4.  Enter the beginning and ending dates of your organization's fiscal year:

From:  (Month, Day)   _________________    To:  (Month, Day)    ________________

5.  Financial Information.  Please complete the requested information and provide a copy of your most recent financial statement.
Current Year Information (indicate period):  

Revenues:
U.S.D.  $


  
Local currency:  



Expenses:
U.S.D.  $


  
Local currency:  



Assets:
U.S.D.       $


  
Local currency:  



Liabilities:
U.S.D.  $


  
Local currency:  



Exchange Rate:


per 1 U.S.D.

Prior Year Information (indicate period):  

Revenues:
U.S.D.
$


  
Local currency:  



Expenses:
U.S.D.
$


  
Local currency:  



Exchange Rate:


per 1 U.S.D.

Of the current year funding, how much comes from the following (in U.S. dollars):

Membership Dues/Contributions:  
$____________

Publications:
$____________

Services:
$____________
National/Local Governments: 
$____________

Advertising Revenue:
$____________

Sales:
$____________

Other (specify):
$____________
Donations -US
$____________
Donations - Non-US

$____________
10.  Do you anticipate that your organization will receive other donor funds (US or non-US) during the period of the DAI grant? 
Yes:

No:

If yes, please list the founders and funding amounts:



	10. CERTIFICATIONS

	
ATTACHMENT A

    CERTIFICATIONS

**These certifications are required in accordance with 

USAID regulations if you are awarded a grant from DAI**

If the applicant receives a grant, they must sign the full text of the applicable certifications listed below. To review the full text of the requirements please ask the DAI representative for a copy. If an applicant will not or cannot sign the required certifications a grant cannot be issued.

1. "Certification Regarding Debarment, Suspension, and Other Responsibility Matters - Primary Covered Transaction";

2. "Certification Regarding Debarment, Suspension and Other Responsibility Matters - Lower Tier Covered Transactions" from all prospective lower tier participants; as applicable,

3. "Certification Regarding Drug Free Workplace Requirements"; 

4. “Certification Regarding Terrorist Financing Implementing”
5. “Prohibition of Assistance to Drug Traffickers” 

6.  Subcontractor/ Subrecipient agrees and certifies to take all necessary actions to comply with Executive Order No. 13224 on Terrorist Financing; blocking and prohibiting transactions with persons who commit, threaten to commit, or support terrorism.  Executive Order 13224 text provided in Appendix D and also available at:    MACROBUTTON HtmlResAnchor http://www.whitehouse.gov/news/releases/2001/09/20010924-1.html

7. Applicant will certify that no funds provided by DAI will be used toward the purchase of the following Ineligible Items:  1) Military Equipment; 2) Surveillance Equipment; 3) Commodities and Services for support of police or other law enforcement activities; 4) Abortion Equipment and services; 5) Luxury goods and gambling equipment; or 6) Weather modification equipment.

8. Applicant will certify that it will not procure the following without DAI approval: 1) Agricultural commodities; 2) Motor vehicles; 3) Pharmaceuticals; 4) Pesticides; 5) Used Equipment; 6) U.S. Government-owned excess property; and 7) Fertilizer.

9. Applicant will certify that items to be paid for by USAID through a subgrant issued under this application will not also be reimbursed by another donor or another U.S. government funded agreement to subgrantee.

10. Applicant will follow competitive procurement guidelines for all purchases over $1,000 using grant funds. This will require three written bids from vendors, justification of selection, and written records of all purchases using subgrant funds.

Applicant provides its signature below to indicate that it understands and acknowledges the requirements of this section and does not foresee a problem with signing the certifications at time of signing the subgrant document.

 ____________________________________________

     
___________________________

Authorized Official of Applicant




                               Date




	11. FISCAL QUESTIONNAIRE

	TO BE USED WHEN APPLICANT IS APPLYING FOR MORE THAN $10,000

If the applicant is applying for more than $10,000, applicant must provide their most recent income statements and balance sheets for the current and most recently completed fiscal year and at least one of the following:

· Completed attached Questionnaire (Sections A. – E.),

· Copy of most recent “A-133” audit, or

· Written documentation from at least two consecutive successful completed annual audits by external auditors in accordance with generally acceptable accounting standards

Note: If any of the financial information provided by the applicant is not minimally acceptable to the DAI Grants Manager or Grants Compliance Office (GCO) in Bethesda, Washington, the applicant may be required to submit to an external audit whose scope and auditor will be determined by DAI or to sampling audits of invoices, receipts, procurement files and financial reports during the term of the grant.

SECTION A:  Internal Controls

Internal controls are procedures which ensure that: 1) financial transactions are approved by an authorized individual and are consistent with laws, regulations and the organization's policies, 2) assets are maintained safely and controlled, and 3) accounting records are complete, accurate and are maintained on a consistent basis. Please complete the following questions concerning your internal controls:

1.  List the name and position title for the following person(s):

Responsible for cash:


Name:






Title:

Responsible for bank accounts:


Name:






Title:

Responsible for equipment:


Name:






Title:

Responsible for reviewing expenditures to make sure they are allowable:


Name:






Title:

Responsible for keeping all receipts and other documentation to support expenses charged to this grant:


Name:






Title:

Responsible for signing checks:


Name:






Title:

Responsible for maintaining the accounting records:


Name:






Title:

Responsible for reconciling bank statements to the accounting records:


Name:






Title:

Responsible for preparing financial reports for this grant:


Name:






Title:

2. Describe the types of reconciliations (e.g., bank) performed, and how frequently they are performed.

                               Type of reconciliation




Frequency

_________________________________

________________________


_________________________________

________________________


_________________________________

________________________


_________________________________

________________________

3.  Are timesheets maintained for each employee to document payroll expenses?


Yes:

No:
       (Explain why not)

4.  Is each employee's salary documented in an employment letter or contract? 


Yes:

No:

    (Explain why not) 

5.  Do you maintain inventory records of capital equipment (e.g., computers, copier, fax, etc)? 

Yes:

No:

(if no, explain why not)

6.  How often do you compare inventory records to the actual inventory?


7.  If the inventory was purchased with DAI or USAID project funds in the past, is the inventory identified as DAI's or USAID’s?
         Yes:

No:

(if no, explain why not)

SECTION B:  Accounting System

The purpose of an accounting system is to: 1) accurately record all financial transactions, and 2) ensure that financial transactions are supported by invoices, timesheets or other documentation.  The type of accounting system often depends upon the size of an organization. Some organizations may have computerized accounting systems while others use a manual system to record each transaction in a ledger. In all cases, DAI grant funds must be properly authorized, used for the intended purpose and recorded in an organized and consistent manner.

1.  Briefly describe your organization's accounting system.  At a minimum, describe: a) any manual ledgers used to record transactions (general ledger, cash disbursements ledger, accounts payable ledger, etc); b) any computerized accounting system used (please indicate the type); c) how recorded transactions are summarized for financial reporting purposes, and d) the frequency of financial reports.

2.  Do you have written accounting policies and procedures? 

Yes: 

No: 
3.  Are your financial reports prepared on a: 
Cash basis:

Accrual basis: 
4.  Can the accounting records identify and distinguish the receipts and payments of a DAI grant from the receipts and payments of other activities?
Yes:

No: 
5.  Can the accounting records summarize payments by budget category?
Yes:

No: 
6.  How will you ensure that line item and overall budget limits for the DAI grant will not be exceeded? 
7.  Do you maintain invoices, vouchers and timesheets for all payments? 
Yes: 

No: 
8.  Are there any circumstances in which invoices, vouchers and timesheets cannot or will not be obtained?
Yes:

(if yes, explain)

No:

9.  Briefly describe your organization's system for filing and maintaining supporting documentation.

10. Will you be able to maintain accounting records including invoices, vouchers and timesheets for at least three years after the final financial report is submitted? 
Yes:

No:


(Please explain)

11.  Do you have a negotiated overhead rate? (This is a flat rate for administrative expenses, which is charged for each project.)
Yes:
(Please enclose approved rates)

No:
SECTION C:  Fund Control
Access to the bank account where grant funds are deposited should be limited to authorized individuals. Bank balances should be reconciled periodically to the accounting records. If cash cannot be maintained in a bank, it is very important to have strict controls over its maintenance and disbursement.

1.  Can a separate bank account be established just for DAI grant funds? 
Yes:

No:

2.  Are all bank accounts and check signers authorized by the Board of Directors, Trustees, Executive Committee or Financial Management Committee of the Board?
Yes:

No:

3.  Will any cash from DAI funds be maintained outside the bank (in petty cash funds, etc.)?

Yes:

No:

If yes, please explain the amount of funds to be maintained, the purpose and person responsible for safeguarding these funds.

4.  If you don't have a bank account, what do you do to make sure that cash is maintained safely? 

5. Please answer the following:

a.
Are bank deposits insured by the government?
Yes:

No:

b.
Are there any government restrictions on the number of bank accounts a single organization may maintain? 

Yes:

No:

c.
Are there any government or bank restrictions on the use of checks for making payments or withdrawals? (Please explain.)
Yes:

No:

SECTION D:  Audit

DAI's grant provisions may require an audit to be performed of your accounting records. Please provide most recent audit with the application.

1. Does your organization have regular audits? 
Yes:

No:

a.
If yes, who performs the audit and how frequently is it performed?

b.
If you receive a DAI grant, will DAI grant funds be included in such an audit?

Yes:

No:

N/A (not applicable): 
c.
If yes, would it appear as a separate project?
Yes: 

No:

N/A:

d.
Would the report be prepared in, or translated into English?   Yes:
   No:        N/A:

2.  If you do not have a current audit of your financial statements, please provide this office with a copy of the following financial statements, if available:

a.
A "Balance Sheet" for the most current and previous year; and

b.
An "Income Statement" for the most current and previous year.

3.  Are there any reasons (local conditions, laws, or institutional circumstances) that would prevent an independent accountant from performing an audit of your organization?     If yes, please provide details:
SECTION E:  Form Certification

FORM COMPLETED BY:

PRINTED NAME


SIGNATURE

______________________________________________

TITLE




DATE

APPROVED BY:

PRINTED NAME


SIGNATURE

______________________________________________

TITLE




DATE




	12. Required Attachments

	

( Attachment 1: CVs of key personnel 



( Attachment 2: List of members (where relevant)


( Attachment 3: Certificate of registration



( Attachment 4: Financial data of the organization 



( Attachment 5: Written assessments related to proposed activity (where available)



( Attachment 6: Contracts with other partners (where relevant)


( Attachment 7: Funding confirmation (where relevant)


Preparedness, Planning and Economic Security Program - Grant Application Form

- 12 -

